
 

 

 

  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

                
 

U.S. Embassy Seoul 
American Citizen Services (ACS)  
Appointment Hours: 

8:45-11:15 am, M-F   
1:00-3:00 pm, M,T,Th,F 

To make an appointment: 
http://seoul.usembassy.gov/acs_appt.html 

Closed:  Wednesday Afternoons  
            U.S. & Korean Holidays 

 

 
 
Local Address: 
    U.S. Embassy/Consular Section/ACS 

188 Sejong-daero, Jongno-gu, Seoul 110-710, Korea 
Telephone: (02)397-4114, DSN 721-4114 
Email: seoulinfoACS@state.gov 
Website: http://seoul.usembassy.gov/acs_service.html 
 

 

U.S. PASSPORT 
INSTRUCTIONS ON HOW TO FILL OUT A PASSPORT 

APPLICATION WIZARD 

 

 

     
 



 

 

 

 
 

 

 

Open the Internet (https://pptform.state.gov) and you will get the screen 

below.  Please check the box and “SUBMIT.” 

Choose the service of your choice.  If you are applying for the first time or 

renewing a passport, choose the first category and click “SUBMIT.” 



 

 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 
 

 

 

 

Please enter all data correctly.  You must fill in all the required fields 

(those marked with a red asterisk*) to move on to the next step.   

 Enter date of birth in numbers only (month should be entered as “01” 
instead of January) 

 

 If you choose a country other than U.S., “State/Territory of Birth” will be 
automatically grayed out. 

 

 If you do not have a Social Security number, enter 000-00-0000.  If you 
already have a Social Security number (SSN) but do not remember your 
SSN, contact the Social Security Office in Manila by email 
(fbu.manila@ssa.gov) to inquire your SSN. Failure to provide your Social 
Security Number may result in significant processing delays of your 
application. 

 

 If you choose a country other than U.S., “State” will be grayed out 
automatically on the mailing address page. 

 

 We require an e-mail address and contact number, as we will send an 
automatic notification via email when the passport is ready.  

 

 Enter your travel plans (if applicable).   

mailto:fbu.manila@ssa.gov


 

 

 

 
 

 

 

 

 

You can choose other 

countries besides USA 

Please provide an e-mail address and contact 

number, as we will send an automatic notification via 

email when the passport is ready. 



 

 

 

 

 

 

 

 

 

 

 

Please enter your emergency contact information.  Emergency contact 

needs to be someone in the United States.  It can be your parents’ or 

friends’ information which we can refer to in case of an emergency.  If you 

don’t have emergency contact in the U.S., you may skip this page.  
 

 

Please see the Option 1 for adult passport renewal, 

Option 2 for first-time adult passport, and Option 3 

for minor passport application (both first-time and 

renewal). 
 

NEXT 



 

                         Option 1 for adult passport renewal 

 
 

 
 

 

 

For adult passport renewal, please fill in all the fields in the next few pages 

until you see “Passport Application Review” page. 



 

 

 

 

 

Passport Application Review 

Review the data below and make edits if needed 

                          

 

 

Please enter an Alias (if applicable).  If there are no 

other names you use, leave it blank and click “Next”. 

Please review the page carefully to confirm all information that you have 

entered is correct. 



 

 

 

 

 

 

 

Delivery and Additional Options are 

not available for passports when you 

apply from outside the United States. 

 

Please note that delivery option and additional options listed below are not 

available for overseas passport processing.  

 A Passport Book refers to a regular passport and is valid for all international travel. 

 

 The U.S. Passport Card can be used to enter the United States from Canada, 

Mexico, the Caribbean, and Bermuda at land border crossings or sea ports-of-entry.  

The passport card cannot be used for international travel by air. 

 

 

 

Optional: Check 

box for additional 

pages  



 

 

 

 

 

Must check box 

Click here 

Scroll to the bottom of the page below, “check” that you have read 

the steps, then click  “Create Form” to generate your passport 

application form as a pdf file form .  Once the form is generated, print  

the form. 

 



 

  

              By clicking  “Create Form”, you will see the pop-up window below:   

              Selcet “Open” to generate your completed U.S. passport  

 

 

 

 

                       Your application form should look like the screenshot below: 

 

 

 

 

Click here to print  
your completed 
application form. 



 

                                                         Option 2 for first-time adult passport 
 

 

 

 

 

 

If you are applying for a passport for the first time or if it’s 

lost/stolen/damaged, fill out as below: 
 

 

Click the “Next” button and enter your parents’ information. 

Indicate marital status, enter your spouse’s information (if 

applicable). 

 



 

 

 

 

 

 

 

 

Passport Application Review 

Review the data below and make edits if needed 

                          

 

 Please enter an Alias (if applicable).  If there are 

  no other names you use, leave it blank and click           

“Next”. 

Please review the page carefully to confirm all information that you have 

entered is correct. 



 

 

 

 

 

 

 

Please note that delivery option and additional options listed below are 

not available for overseas passport processing.  
 

 A Passport Book refers to a regular passport and is valid for all 
international travel. 

 The U.S. Passport Card can be used to enter the United States from 
Canada, Mexico, the Caribbean, and Bermuda at land border crossings or 
sea ports-of-entry.  The passport card cannot be used for international 
travel by air. 

 

Optional:  Check 

box for additional 

pages  

Delivery and Additional Options are 

not available for passports when you 

apply from outside the United States. 

 



 

 

 

 

 

Must check box 

Click here 

Scroll to the bottom of the page below, “check” that you have read 

the steps, then click  “Create Form” to generate your passport 

application form as a pdf file form .  Once the form is generated, print  

the form. 

 



 

              By clicking  “Create Form”, you will see the pop-up window below:   

              Selcet “Open” to generate your completed U.S. passport application form. 

 

 

 

 

                       Your application form should look like the screenshot below: 

 

 
 

 

 

 

 

 

 

Click here to print  
your completed 
application form. 



 

Option 3 for minor passports under age 16 

 
 

 
 

 

 

 
    

If you are applying for a passport for minor passport renewal or baby’s first 

passport, fill in all the required fields (*) and click “NEXT”.  
 

 

If you check one of 

these, you will see 

the screen below: 

If you check here, 

you will skip the 

screen below and go 

directly to the next 

page. 

 



 

 

 

 

 

 

 

 

 Please enter an Alias (if applicable).  If there are 

  no other names you use, leave it blank and click           

“Next”. 

Enter your parents’ information. Indicate marital status, enter 

your spouse’s information (if applicable). 

 



 

 

 

 

 

 

Please review the page carefully to confirm all information that you have 

entered is correct. 



 

 

 

 

 

 

 

Please note that delivery option and additional options listed below are 

not available for overseas passport processing.  
 

 A Passport Book refers to a regular passport and is valid for all 
international travel. 

 The U.S. Passport Card can be used to enter the United States from 
Canada, Mexico, the Caribbean, and Bermuda at land border crossings or 
sea ports-of-entry.  The passport card cannot be used for international 
travel by air. 

 

Optional:  Check 

box for additional 

pages  

Delivery and Additional Options are 

not available for passports when you 

apply from outside the United States. 

 



 

 

 

 

Must check box 

Click here 

Scroll to the bottom of the page below, “check” that you have read 

the steps, then click  “Create Form” to generate your passport 

application form as a pdf file form .  Once the form is generated, print  

the form. 

 



 

              By clicking  “Create Form”, you will see the pop-up window below:   

              Selcet “Open” to generate your completed U.S. passport  

 

 

 

 

                       Your application form should look like the screenshot below: 

 

 
 

 

 

 

 

 

 

 

Click here to print  
your completed 
application form. 


